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ASSI STANT CHI EF FI RE COVMUNI CATI ONS OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses a highly responsible supervisory
position, the primary duties of which include assisting the
Chi ef of Communications in directing the activities of the Fire
Communi cations Division and the supervision of the Operations
section personnel assigned to the comruni cations center. The
i ncumbent of this class assists in the maintenance of records,
in overseeing the training of new enployees, and assisting in

budget preparation. Enpl oyees of this class perform routine
tasks w thout supervision and perform special tasks assigned
with only general instructions. The enpl oyee of this class

reports to and has work reviewed by the Chief of Fire
Communi cations. This class ranks directly below that of Chief
of Fire Communi cati ons.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which nmay be | ogical assignnents,
neither are they intended to exclude other duties which nay be
| ogi cal assignnents to this class.

Assists the Chief of Fire Conmmunications in planning,
organi zing, and directing activities of the Fire Conmunications
Division with respect to equi pnent and personnel. Assists in
setting goals and objectives for the Comrunications Division.
Makes recommendations for changes in procedures. Handl es
conplaints from the public <concerning problems 1in the
Communi cati ons Di vi si on. Gathers information to be used in

conpiling the budget for the Communications Division.
Recommends t he purchase of equi pment and supplies in the manner
provi ded by | awful authority, keeping such purchases within the
est abl i shed budget.

Supervi ses subordinate conmunications personnel in the
performance of all di spatching functions of the Fire
Communi cati ons Division. |I|nspects appearance of equi pment and
personnel and evaluates work performance. Assi gns work
schedul es and approves | eave. Reviews reports conpl eted by
subor di nat es. Counsel s enpl oyees who are experiencing work
problens and strives to resolve enployee conplaints and
gri evances. Mai ntains discipline anong enployees of the

Communi cati ons Division by conducting corrective interviews.

Provi des overal |l supervision of subordi nate personnel who answer
enmergency and non-energency tel ephone calls, nmaking sure that
the correct procedures are followed in processing information
into the CAD system Supervi ses the dispatching of apparatus
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and personnel, as well as the notification of any special
agenci es designated by departnment procedures in special or
enmergency situations. Supervises the sounding of fire alarns in

al | stations wusing alarm bells or buzzers. Over sees
subordi nates using the CAD display to nonitor the |ocation and
status of energency units. Supervi ses subordi nates receiving

and transmtting nessages to and from enmergency scenes and to
and from personnel in related enmergency agencies. Makes sure
that reserve conpanies are sent as back-up for stations from
whi ch all equi pnent has been di spat ched.

Sees that all communications enpl oyees receive training in the
operati on of comruni cati ons equi pnment, di spatch procedures, and
rel ated areas of conmunicati on worKk. Provi des for on-the-job
instruction in the operation of conmmunications equipment and
rel ated areas. Personally prepares material for use in training
exerci ses. Prepares and conducts a program of in-service
training.

| nsures that accurate records of the departnent activity are
mai nt ai ned. Supervi ses the preparation and nmaintenance of
di vision records and reports by reviewi ng records conpleted by
subordi nates and periodically inspecting systenms and facilities
for mai ntaining such. Assists the Chief of Fire Comrunications
in the devel opnent of information processing systens or the
revision of old ones in order to i nprove accuracy and efficiency
of docunentati on.

Assists in supervising the testing of conmuni cati ons equi pnent.
Provides for the repair of any malfunctioning conmunications
equi pmrent and sees that repairs are conpl eted properly.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenments listed bel ow nust
be net by the filing deadline for application for adnmission to
the test.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and being a qualified elector of the State of Loui siana.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a medi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommdati on.

Must have a m ni numof five (5) years of experience in operating
fire comruni cati ons equi pment in the fire conmmunications office
of a paid fire departnent.

During the working test period and prior to confirmation, must
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the follow ng Association of

successfully conplete each of
Public Safety Communications O ficial's courses:

40- hour Basic Tel ecommuni cat or Cour se,
40- hour Energency Medi cal Di spatcher Course,
Cour se,

40- hour Conmuni cati ons Supervi sor
Ef fective Supervisory Practices Course.
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